Environmental Switchboard

Welcome to DNR’s Switchboard. The Switchboard is your connection to your profile information and to any electronic reporting
programs that apply to your facility. My name is Tom Aten and this tutorial is meant to acquaint you with the Switchboard.
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The Switchboard is available from the main DNR page, located at dnr.wi.gov. Click on the link on the left side for Environmental
Protection.
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Then click on the link on the left side of the Environmental Protection page for Environmental Business Switchboard.
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Here’s the main informational page for the Switchboard. This page describes the Switchboard and has links to the instructions for
using the Switchboard that this tutorial will cover, to the Switchboard Registration process that has a registration tutorial to help you,

to the Switchboard log-in, and finally to the Switchboard Contacts and Frequently Asked Questions. Let’s connect to the Switchboard
using the log-in link.
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The Switchboard uses the state’s Web Access Management System to securely identify you using your Wisconsin User ID and

password. This page also provides help if you’ve forgotten your password, locked your account, or if you need to request a Wisconsin
User ID. For this tutorial let’s assume that you have already obtained an ID and password.
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Here’s your page! It shows your contact information that you can freely edit. There’s also a Help button that opens our instructions in
a new window, and a logout button.
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The lower part of the page shows any facilities that you are associated with, and any environmental certifications or licenses that you
hold. Here we see two facilities and two certifications. Some of you are using the Switchboard for the first time to access an
electronic reporting program so let’s follow that line of thought. 1’ll come back to cover more details later.

The Switchboard is set up with the electronic roles that you have registered for through a facility. You may work for multiple
facilities, and the roles that you have are listed for each. Let’s see how this works. I’ll click on a facility on my list (XYZ Labs)
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This screen shows you the facility information, and the roles that you have at this facility under the What You Can Do heading. The
facility information includes the facility ID, the location address, and the mailing contact address.
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The back button takes you back to your main page.
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The roles that you have at this facility are listed on the right. The roles are actually links to those electronic systems that you can go
into and come back if you wish. Here we see links for the new Annual Air Emission Inventory and Annual Hazardous Waste reporting
systems, the Drinking Water Laboratory reporting system, and the Facility Update system — more on that later. Simply click on a link

and begin reporting.

The Switchboard keeps your identity secure and current so you don’t need to log in for each system. Keep in mind, however, that if
you let the system sit idle for more then 10 minutes you will be prompted to log in again.
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Connect to the System

Find the Switchboard on DNR’s web site —
dnr.wi.gov.

Log into the system with your Wisconsin User
ID and password

Locate the facility of interest

Pick the electronic reporting system and your
— role

That's It !

Let’s review your quickest connection to our electronic reporting systems:
1) Find the Switchboard on DNR’s web site (dnr.wi.gov).

2) Log into the system with your Wisconsin User ID and password

3) Locate the facility of interest

4) Pick the electronic reporting system and your role

That’s it!

Now let’s go back and fill in some details. You can close this tutorial if you’re ready to go to an electronic reporting system.

DNR Switchboard Tutorial Page 10 of 28
January 10, 2007



Z} ESR External Update - Microsoft Internet Explorer provided by Wisconsin DNR .| | =] ] ;LQ_IiI

File Edt View Favorites Tools Help ; | o>
Qo - O - (] (2] (| Psewtr Jorovtes @wede )| (2- @ - QB
Address |-’€| hitps:{{dnrx.wisconsin, gov/switchboardfloadAcctSummary . dofid=52682163 :I k4 6o

-
Department of Natural Resources

The Switchboard - your information at your fingertips!

Helpl Logout I

Your contact information

Official Record

Name TOM ATEN M

Address | 101 SWEBSTER ST
PO BOX 7921 o
MADISON, ¥\ 537077921

Phone (B08) 267-7638
Ext:

Fax (608) 267-7646
E- il thomas aten@wisconsin.gov

Edit

4 | ;I:J

@ [T [5 [ nkernet

istart| | [O]sen...| (aw...| #)oc...| - Bad... | [ Micr...| I Non...| [F]Micr...|[EEsR.. B ER...| [« S C]BA@ 2:39PM

Let’s see how you can keep your contact information current so that we can work together more efficiently. The edit button just
below your contact information opens the update screen.
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This screen allows you to update any piece of your contact information. In most cases this should be your working contact
information. Simply click on a field and enter any updated information. When you’re done hit the save button, or if you’ve decided
not to save your updates then hit the cancel button.
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If you have changed any information - it will be displayed as “pending” on the main screen. We do this in order to run our quality
assurance procedures. For example, if you updated your address we compare it to the US Postal Service records. The Switchboard is
also not set up to allow you to indicate a change in personnel. Please use the Registration process for that. If we have any questions

about your updates we may contact you. In most cases in a day or two you’ll see the pending information become the official record.
You can return to the edit feature at any time.
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Facility information can be updated by people with the Facility Update role. Here I’ve selected my facility again and you can see the
Facility Update role on the list. People eligible for this role generally need to be the authorized representative for the facility.

=
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The facility update screen operates just like the contact update screen. Click on the field and enter any changes. Notice that the first

address block is for the location address for the facility.
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The lower part of the screen is for the mailing address for the facility. The save and cancel buttons work just like the contact screen.
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We show your updated facility information as “pending” for the same reason as the contact updates. We run quality assurance
procedures on addresses against the US Postal Service records. We also review name changes for two reasons. 1) to maintain any
naming structure that we use, for example “wisconsin” is abbreviated to “wis”, and 2) names changes trigger formal documentation
in some programs. We may contact you about these proposed changes. In a day or so the pending information will be the official

information.
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Your contact information
Official Record
Additional
Hame TOM ATEN M records
Address | 101 SWEBSTER ST
PO BOX 7991 TOM ATEN M -
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Fhone (B08) 267-7635
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Now for the confusing part. When you first enter the Switchboard and see your contact information, you may see one or more
“additional records”. In essence these are multiple identities of you. We have these because we have different addresses for you that
we can’t resolve. The first record for me, in this case, is what’s shown on the current official record, facility list, roles, etc. If |
clicking on the second record for me,
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The official record changes to show the information for my second record.

DNR Switchboard Tutorial Page 19 of 28
January 10, 2007



Z} ESR External Update - Microsoft Internet Explorer provided by Wisconsin DNR
File Edit View Favortes Tools Help

@Back- e - ﬂ Ig _;\,|/'_‘=Se-r.h 'iE(Fmrtes @A veda -@1| fv.'j'?. |- @ E] a 3

Address I-E] https: | fdnrx . wisconsin.gov/switchboardfloadAcctSummary. dotid=110854856 ﬂ Go
You have roles for the following facilities:

[ Name I Address Il City I[st][ Facityin |
GREATER BAYFIELD VASTEWATER TREATMENT PLANT 85025 OLD SAN RD BAYFIELD Wl | 804069640
PACKWALIKEE SANITARY DISTRICT NO 1 VWATF MN3E10 CTH M PACKVWALIKEE W | PACKWALKEE Wi | 439024740
PIKES BAY SANTARY DISTRICT BAYFIELD VISCONSIN BAYFIELD Wi | 804008590
VILLAGE OF ENDEAVOR WASTEWATER TREATMENT FACILITY || MW /4 NWH /4 SECTION 6 TI4N RSE || ENDEAVOR Wi | 439058070

TOWN OF MOUNDVILLE

Your Business Licenses and Certifications:

License License
Humber

ar
Certification

Ak . . gov v

c e . ; | -
lel [ 2 [ meermet

@start| | O]mnbox- ... | ¢ EsR3.4... | [E]mcoso... |[&) esr Ext... (3] Microsof... | H) swichb... | E1WOMR-... | |« DIHA ## @ 9:28.am

And the facility list reflects the connections for my second record. The role or roles for my second record are different than under my
first record.

We’ve seen this most often when a person works for a facility and used the facility address, but also has a personal environmental
license and uses their home address. So having these additional records can be legitimate, just remember to use the one that’s
applicable for what you are trying to do.

If there are simply errors in our data and you want to remove any additional records please contact me. I’ll give you my contact
information at the end on this tutorial.
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Address I?J https: | fdnrx . wisconsin.gov/switchboardfloadAcctSummary. dotid=110854856 ﬂ Go
-

Department of Natural Resources

The Switchboard - your information at your fingertips!

Help | Logout I

Your contact information

Official Record
= Additional
Name | TOM ATEN records
Address | 34 BLUE SPRUCE CIR i
THOMAS ATEN M

PACKWALKEE, W 52852 TOM ATEN
Fhone

Ext:
Fax
E-roail

Ed]
4 | Llj

[& [T 5 [ meernet
@istart| | [Oinbox-...| g ER 34 | [ Mcroso... |[E)Esr Ext... (8] Microsof...| B swrctb... | Ewone-.. | [« SIHA#@ 926 am
When you are done with the Switchboard, or completed electronic reporting under some program and return here, simply hit the

Logout button in the upper right hand corner of the screen.
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File Edit View Favortes Tools Help
@ Back ~ () ~ ﬂ ﬁ ;‘ | /: ) Search ¢ Favorites e‘Medm £ S = - @ E] ﬁ 1‘
Address I-&ﬂ https: /for. wisconsin.govfICHAINLogout /7 "https  [fon. wisconsin.gov/cmd{ICSLogout-X"-X j Go
You Are Now Logged Out
Canrtion: To avoid disclosing potentially private information cached inyour browser,
please close your browser,
[ 8 [ meemet

[€]pone
@start| | 5)mbox-m... | § EsR3.4.... | 5] Mcrosoft .| (3] Microsoft .. | ] swichbo... |[£) devonw... [« i’ OBA@ 1:13pm
This terminates your secure connection although you should close your browser session to avoid risking your personal information.
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]Search Site... Search | =

FProgram Search
Department of Natural Resources

[ Home | About | A-ZTopics | Contact |

About The The Switchboard - Your Information At Your L

Switchboard Fingertips

Instructions For R

Using The About The Switchboard

Switchboard The Department of Natural Resources' central electronic Switchboard is designed to
help representatives of environmentally regulated facilities access electronic

Switchboard environmental business tools.

Registration

The Switchboard is a secure web-based application that uses standard desktop web
Log In To The hrowsers. The Switchboard allows @ person with environmental involvement to review
Switchboard and update their profile information, including their name and contact infarmation and
the same information for facilities they represent. It allows authorized users to see our
listing of any business licenses or certifications they may hold, and it connects
authorized users to our electronic business tools without having to log in for each.
These toals may also be available directly without going through the Switchboard,

Switchboard
Contacts and FAQ's

=
el [T [N tocalintranst

dystart| | (5] sentL...| yawan...| #pocu... | iBad.. | [&Mico... | - none...| @M. [[E]woN.. [« 4 CIHA@ zi00pm

One thing that we haven’t covered is the list of roles that the Switchboard can connect you to and how to register for new roles. The
Electronic Business Tools link on the main Switchboard information page documents the current programs and the types of roles
available for each.
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Address I?J http:jjdnr . wi.govjenvironmentprotect/switchboard/sbdescriptions . html ﬂ g Go

[Search Site... Search | =

Program Search

Department of Natural Resources

[ Home | About | A-ZTopics | Contact |

About The DNR’s Electronic Business Tools

Switchboard

Electronic Discharge Maonitoring and Reporting (EDMR)

Instructions For This system helps facilities with wastewater discharges meet their monthly reporting
Using The responsibilities. Submitting DMR's electronically is an alternative to the paper reporting
Switchboard requirements of the Wisconsin Pollutant Discharge Elimination System program
pursuant to 5. 283.55, Wis. Stats., and chs. NR 205 and NR 214, Wis. Admin. Code.

Switchboard

Registrati . ) )
2gLsTration The EDMR system provides multi-level access, People who enter and/or submit the

manthly data are assigned by the facility. The authorized representative signs the
certification document (currently a paper document) identifying that the data submitted
was gathered and prepared under their supervision, DNR will send an e-mail to a
confirmation person to document the accepted status of the data. The data file will be

Log In To The
Switchboard

Switchboard

Contacts and FAQ's attached and must be retained by the facility.
Electronic Compliance Maintenance Annual Report (ECMAR)
This avetern helns facilitiss with wastewater discharnes with their annoal renortinn LI
&l [ [ [ [NJtocalintranet

@ start| | O] inbox- ... | @ EsR3.48... | 5] Merosoft .. | 3] Mcrosst ... | 5] swichbos... |[ 2] wone - E1..
As new tools are developed we will be documenting them on this page so you might want to check here.
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;E"-’:‘t. I,he . The Switchboard Registration Steps

This process is designed to help you start using the Switchboard. If you have already
Instructions For done some electronic business with us, for example if you've used the EDMR or
Using The ECMAR systems, you do not need to create a new WAMS Wisconsin User ID, you are
Switchboard already registered for the Switchboard. Use your existing User ID and Password to log
in to the Switchboard. However, you may still need to complete the Switchboard

Switchboard Registration (step 3) to add new electronic reporting capabilities to your User 1D

Registration

This Switchboard Registration Tutorial shows an actual registration. You can use this

Log In To The - .
Switchboard detailed summary of the registration process to follow along as you register.

Switchboard It you are new to electronic business then you'll need to proceed with these steps:

Contacts and FAQ's
1. Make sure that you have a unique e-mail address, rather than a shared one.

2. Create a WAMS Wisconsin User [d by clicking on the link and following the self-
registration process.

3. When you have a valid WAMS Wisconsin User Id, complete the Switchboard

Registration process. =
el [T [Ndtocalintranst
@ start| | O] Calendar-...| I cwpData... | 5] switchboa... | [3] Mcrossft ... | 5 aom [[&)wosr -1 |« & OlaBA@ 237pm

The Switchboard Registration link provides you with the means to register for additional roles. Simply move to Step 3 and select the
new roles to add to your profile.
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r ELECTRONIC ROLE INFORMATION

These are the currently available systemns. Check only those that you have direct
knowledge of and that apply to your current responsibilities. The system titles are links
that will take you to more information about each system, then close the new window to

return here.

D E harge Monilor

|C E a 0 i

[ E rge Monitoring Report - Confirmation
|0 E- ce Maintenance [ Report -
[ E piiance Maintenance Annual Report - Subroit
| Svstem Lab Reporfing

[

I

(O an Air Ernission inventory (CRS)

|\ Annuat Hazardous Waste Report (CRS)

Comments? |

This information will be sent to DNR for review and action when you push the Send
button below. You will then see a copy of your information that you must print, sign and

mail to us 5
el [ [ [Sdtocalintranet
@ start| | O] Calendar-...| I cwpData... | 5] switchboa... | [3] Mcrossft ... | 5 aom [[& wosr -EL. |« & OlaBA@ 245Pm

The new roles will be listed here and you can choose those that apply to you. If you have already sent in a signed registration page
you can ignore that screen.
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[Search Site... Search | =

Program Search

Department of Natural Resources

[ Home | About | A-ZTopics | Contact

About The Switchboard Contacts

Switchboard
We have set up the Switchboard Registration Hotline at 608-267-3123 for
Instructions For technical assistance with the WAMS Wisconsin User ID or Switchboard Registration
Using The processes. The Hotline will be staffed during normal business hours and will take
Switchboard messages 24/7.

Switchboard

. . For general information about the Switchboard please contact Tom Aten, (608) 267-
Registration

7638, Thomas Aten@wisconsin.gov

Log In To The

Switchboard Frequently Asked Questions
Switchboard General
Contacts and FAQ's What happened to the CRS?
Answer: The Consolidated Reporting System is being replaced by new web-based
applications for the 2006 reporting year. These new systems will be available through =l
[& [T M tocalintranet

@ start| | O] inbox-Mi... | EsR 3.4.8... | (5] merosoft .. | (3] Microssft ... | ) switchboa... |[&) wone - E1.. [« B84 @ 130pm
Finally, here is the Switchboard contact information. The Hotline is available for any registration questions.
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Environmental Switchboard

Tom Aten
Business Automation Specialist
(608) 267-7638

Thomas.aten@wisconsin.gov

PO Box 7921
Madison WI 53707

Here is my contact information. Feel free to contact me for general assistance with the Switchboard, to offer any comments about the
Switchboard including ideas to improve your access to information, or about this tutorial.

We hope that you now have a better understanding of the Switchboard and how it can help us streamline environmental business.
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